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Objectives 

Participants will learn 

• Actions to take to Prepare for a New 

Employee Entering Your Department 

• A Sample Plan for Your Entity and Your 

Department’s Orientation for New 

Employees 

• Ideas for a Welcome Package 

• Suggestions for Employees  First Few 

Days on the Job 
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You Were a New Employee  

• Did you have an orientation? 

What do you need 
to know when 

beginning a new 
job? 
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You Were a New Employee  

•

–

–

–
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You Were a New Employee  

•
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How are new Employees Welcomed? 

•
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After Hire; Before On-Boarding 

•

•

•

•

•
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On-Boarding through HR 

•

•

•
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HR Also Provides a New HQ Employee 

Orientation Manager Checklist 
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Manager’s First Day Check List 
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On-Boarding through Your Office  

Welcome to Our World 
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•

•

•

First Day Welcome & Tour 
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•

–

–

–

–

Welcome Package 
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Welcome Package – DMV Information 

•

•

–

–

•

•

•

•
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Welcome Package – DMV Amenities 

• Employee Parking 

• Banking Services 

• On-Site ATM  

• Mail Services 

• On-site Food Services 

• Health & Fitness Room 
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• Post Office 

• Shopping 

• Gas Stations 

• Drug Stores 

• Dry Cleaners 

• Grocery Stores 

• Other Services 

• Map of Area 

 

• Area Attractions 

• Science Museum 

• Children’s Museum 

• VMFA 

• Bow Tie Cinema 

• Area Restaurants 

• Fast Food Delivery 

• Dine in 

Welcome Package – Area Information 



11/6/2013 19 

Welcome Package –  

Dept Information 

• Mission, Vision, Principles & Values 

• Department Organization Chart 

• Delegated Authority Designation 

• Department/Team Contact Information 

• Other Important Contacts 

• Include EWP or Job Description 

• Miscellaneous: Pay & Holiday Calendar 
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• DMV Website & See Department Info 

• Internet & See Department Webpage 

• Shared Drive Access 

– Desk Reference (Policies & Procedures) 

– Resources – Forms, Templates  

– Contract Listing 

Agency Intranet and Internet Tour 
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Work Expectations 

• Review EWP 

• Assign Teammate to Guide & for Backup 

• Work Hours, Flex, or Telework Schedule 

• Leave Expectations 

• Telephone Expectations 

• Approved Internal & External Email 

Signature Lines 
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First Month on the Job 

•

•

•

•

•

•

•



Questions & Take-Aways 

You learned some actions and ideas to 

create or improve your New Employee 

Orientation Plan for Managers. 
 

The presentation will be posted on the DPS 

website after the Forum. 


